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Completing the Case Opening Process .....c..oummmmmemssmsssssssasns

Notice of Electronic Filing



Introduction
Using this guide, you will learn how to electronically open and file a new civil
action through the Electronic Case Filing system.

Getting Started
Your next step is to prepare and convert your filing documents to PDF.

Prepare Your Documents

Prepare an initiating document, such as a:
e Complaint
¢ Notice of Removal
e Motion to Proceed In Forma Pauperis with Written Consent

Prepare as an attachment to your initiating document:
e Civil Cover Sheet

Prepare these documents as additional attachments if they apply to your case:

e Report on Filing or Determination of an Action or Appeal Regarding a
Copyright

e Report on Filing or Determination of an Action Regarding a Patent or
Trademark

e Summons

Download and save the Summons form found on the court’s website at
www.wawd.uscourts.gov, Reference Materials/Forms. Use this fillable form each
time you post a summons to the court docket.

e Post each summons separately.

e Summons(es) will be issued by the court electronically the following day.

e You will receive a Notice of Electronic Filing (NEF) of the summons when
the Clerk’s Office enters it on the docket.



e Use the NEF hyperlink to retrieve the issued summons form to effect
service of process.
See Appendix A for document samples and instructions.

The following forms are also available for downloading from our court website:
www.wawd.uscourts.gov/ReferenceMaterials/Forms .

e Civil Cover Sheet

e Report on Filing or Determination of an Action or Appeal Regarding a
Copyright

e Report on Filing or Determination of an Action Regarding a Patent or
Trademark

e Application to Proceed In Forma Pauperis with Written Consent

e Summons



To illustrate, here is an example of the Civil Cover Sheet in fillable form, available
on our site. Once this form is filled in online, it can be printed or saved as a PDF.

CIVIL COVER SHEET
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Convert Documents to PDF Format

Convert a document by:
e Scanning to PDF
e Using the conversion software included in word processing programs such
as Word.
e Downloading PDF conversion software, such as Adobe Standard or
Professional.
e Remember: Each PDF document should be under 5 MB (megabytes) in size.

The Filing Fee

e The filing fee is $350.00 for a Complaint or Notice of Removal.
e You must pay the filing fee through Pay.gov, but there are a couple of
options available to you:
O You can choose to pay the filing fee by debit or credit card. OR
O You can also pay through Pay.gov’s Automated Clearing House, also
known as Direct Debit. ACH payments are like online checks; the
funds are withdrawn from your bank account.
e During case opening, you will be prompted for this payment and be guided
through the Pay.gov screens.
e Have your card or banking information ready.
e See Paying the Filing Fee for details.

To request a waiver of the filing fee:

e Have your Application to Proceed In Forma Pauperis with Written Consent
prepared to file as one of your initiating documents.
e For detailed instructions, see Docketing the Lead Event.



Opening Your Civil Case
Do not start opening your case unless you are prepared to post your initiating
document(s).

e Remember they must be in PDF format and saved on your computer.
e Be sure you have a copy of your cover sheet available. You will need to
refer to it later in this process.

Now that you are ready to open your case, let’s get started. Log into CM/ECF as
you normally would to file documents.

Authentication

Login: |

Password: ||

On the blue tool bar select “Civil.”

EECF Chilv ' Crminal~  Query  Repots+  Ufiiies~  Search  Logout

Under “Open a Case” you will see the link to: “Attorney Case Opening.” Click on
this link to begin opening your case.

Attorney Case Cpening

Initial Pleadings and Service
Complaints and Cther Initiating Diocuments
Service of Process
Answers to Complaints
Other Answers

Motions and Related Filings
Motions
Sealed Motions
Fesponses. Beplies and Supporting Documents




On the Open Unassigned Civil Case screen, select your case specific information.

At the “Office” dropdown box select either Seattle or Tacoma option. This is
dependent upon which location your case is being filed.

Open Unassigned Civil Case

Office Seattle ~ |Case type |ov ¥ Case number
Dﬂ i ¥

Lead case number |
Association type bt

Other court name

Other conrt number

[0 Related cases

:H@ |.Clear |

See Appendix G for a copy of Local Civil Rule CR5(e) to see which counties
pertain to each office.

At the “Case Type” dropdown box select “cv” for civil case.

Open Unassigned Civil Case

Office Seattle » Case r:.nse number

Date filed 6/11/2009

Lead case number |
Association fype b

Other court name

Other court number

[ Related cases

:@ -Clear |



At the “Date Filed” section, you will notice that the date filed is automatically
filled in. You will not be able to modify this date.

Open Unassigned Civil Case

Case tvpe o ~ Case number
Date filed 6/11/2009

Lead case number |
Association tvpe b

Oither court name
Oither court number

[ Related cases

Leave both the Lead Case Number box and the Association Type box blank.

Open Unassigned Civil Case

Office Seattle » Case type o« ¥ Case number
Date filed 6/11/2009

Lead case number |
Association fype bl

Other court name
Other court number

[] Related cases



The “Other Court Name” box is left blank, unless you are filing a removal case. If
this is a removal case put the name of the originating court in the box.

Open Unassigned Civil Case

Office Seatle ~ Case type o ~ Case number
Date filed 6/11/2009

Lead case number |
Association type ot

B

Other court number ]

[1 Related cases

An example of “Other Court Name” could be King County Superior Court.

Office Seattle v Casetvpe ov ¥ Case number

Date filed 109/200%

Lead case number

Association fvpe v

Other court mns[ King County Superior Court ]
Other court number

] Related cases

10



The “Other Court Number” box is left blank unless you are filing a removal case.
If this is a removal case you would put the case number of the originating court in
the box.

Office Seattle v Casetvpe o v Case number

Date filed 10972009

Lead case number
Associafion tvpe '-'
Other court name King County Supenor Court
[ﬂ'thir court number }

7] Related cases

| Meod | | Clear |

An example of “Other Court Number” is 09-2-000000-0-SEA.

Office Seattle v Casetype o ¥ Case number

Date filed 1092009

Lead case number
Association fype v

Other court name King County Superior Court

Other court number| 03-2-00000-0-324
] Related cases

Clear

11



Do not check the “Related Cases” box. If there are related cases, you should note
them on the Civil Cover Sheet, not here.

Office Seate v Case fvpe o v Case number
Date filed 1092009

Lead case number
Association type v
Other court name King County Supenor Court
Other court number 03-2-00000-0-SEA
| O Related cases |

Clear

12



Once you have entered your case data information, select the “NEXT” button to
move to the next screen. If you need to start over on this page, select the
“CLEAR” button and it will erase all of your entries.

Office Seattle v Casetype o ¥ Case number
Date filed 1092009

Lead case number
Association type v
Other court name King County Supenior Court
Other court number 03-2-00000-0-324
"] Related cases

Clear

This next screen is the Open Unassigned Civil Case screen. This screen asks for
information which can be taken directly from your Civil Cover Sheet, so let’s get
that out so we can refer to it.

——

The first box is the Jurisdiction box. Use the dropdown list to select the case
jurisdiction information for your case. This box defaults to “3: Federal Question.”

13



Open Unassigned Civil Case

Jnrisd'[tri[n 3 (Federal Question v '

Canse of action | S Fitter | Clear filter
Nature of suit |0 (zar0) v | Fiiter | [ Clear fiter

Origin | 1 (Original Proceeding) v |

Citizenship plaintiff | v |
Citizenship defendant | v/

Jury demand 'n (Nane) + | Class action |n ¥ Demand (5000)
Arbitration code | v | County | Clallam ¥|

Fee status | pd (paid) v | Fee date |6/11/2010 Date transfer

For this example, we will select “4 (Diversity)” for the case jurisdiction.

Open Unassigned Civil Case
Surisdictio (NI |
Cause of action | v | Filter |
Nature of suit |I[J (zero) w | Eilter | Clear filter
Origin | 1 (Original Proceeding) v

Citizenship plaintiff | v

Citizenship defendant | v
Jury demand W| Class action E Demand (3000) ’7

Arbitration code —v‘ County |CI.=_|IIam vl
Fee status | pd (paid) v | Fee date 6/11/2010 Date transfer | |

Cause of Action and Nature of Suit Filter Fields

Now you will select the Cause of Action for your case. Just to the right of the
cause of action box is a new “Filter” box. This allows you to search for the cause
of action by entering the cause of action number.

For this example, we are going to select Declaratory Judgment 28:2201dj. You

can start typing the cause of action in the filter box and it will search the list for
you instead of having to scroll through the entire list.

14



Open Unassigned Civil Case
Jurisdiction | 4 (Diversity) ¥
Cause of:ﬂEon [28:22015) (28:2201 Declaratory Judgement) _________ [C B ePrEly ﬂ Clear filter
Nature of suit | 0 (zero) v | Farer | |_Clear filter
Origin | 1 (Oniginal Proceeding) v
Citizenship plaintiff | v
Citizenship defendant | w
Jury demand W| Class action |n w Demand (S000)
Arbitration code hd | County | Clallam v
Fee status  pd (paid) v | Fee date |6/11/2010 Date transfer

The next box is the Nature of Suit. You can utilize the new “Filter” box to the
right to search for the nature of suit.

Start typing the nature of suit in the filter box and it will search the list for you
instead of having to scroll through the entire list.

For this example, we will select “Contract: Other” for the nature of suit.

ZEC T —_— . e o
] F Civil Criminal Reports Utilities Search

Open Unassigned Civil Case

Jurisdiction |4 (Diversity) v

Cause of action | 28:2201dj (28:2201 Declaratory Judgement) ~ | Filter: [28:2201dj| | Clear filter
Nature of suil[ 190 (Contract: Other) ~ | Fitter- |190 ] Clear filter

Origin |1 (Original Proceeding) v

Citizenship plaintiff v
Citizenship defendant v
Jury demand | n (None) v | Class action |n v Demand (5000)

Arbitration code v County | Clallam v

Fee status | pd (paid) v | Fee date |6/9/2010 Date transfer

15



Although there are a variety of options in the Origin dropdown list, you will only
select either:

e (1)Original Proceeding or
¢ (2)Removal from State Court.

For this example, we are going to use (1) Original Proceeding.

Criminal ~ Reports ~ Utilities ~ Search

Open Unassigned Civil Case
Jurisdiction |4 (Diversity) v
Cause of action | 28:2201dj (28:2201 Declaratory Judgement) ~ | Filter: [28:2201d]
Nature of suit | 190 (Contract- Other) * | Filter- | 190
Origin | 1 (Original Proceeding) V]
Citizenship plaintiff v
Citizenship defendant v
Jury demand | n (None) + | Class action |n v Demand (S000)
Arbitration code v County | Clallam v
Fee status | pd (paid) v | Fee date |6/9/2010 Date transfer

The Citizenship Plaintiff and the Citizenship Defendant dropdown boxes are used
only in diversity cases. You would leave these boxes blank unless your case is a
diversity case.

We are going to select “4: Incorporated/Principal Place of Business —This State”
as our Citizenship Plaintiff option.

16



Criminal ~ Reports ~ Utilities ~ Search

Open Unassigned Civil Case
Jurisdiction |4 (Diversity) v
Cause of action | 28:2201d] (28:2201 Declaratory Judgement) v | Fitter: [28:2201d)
Nature of suit | 190 (Contract: Other) ~ | Filter: [190
Origin | 1 (Original Proceeding) v
Citizenship plaintf v |
Citizenship defendant v
Jury demand | n (None) v | Class action |n v Demand (5000)
Arbitration code ~ County | Clallam v
Fee status | pd (paid) v | Fee date 6/11/2010 Date transfer

For Citizenship Defendant we are going to select “5: Incorporated/Principal Place
of Business- Other State” from the dropdown list.

Criminal ~ Reports ~ Utilities ~ Search

Open Unassigned Civil Case

Jurisdiction |4 (Diversity) v
Cause of action | 28:2201dj (28:2201 Declaratory Judgement) ~ | Filter: 28:2201d]
Nature of suit | 190 (Contract: Other) ¥ | Filter 190
Origin | 1 (Original Proceeding) v
Citizenship plaintif} inc

(LT TR B EUET 85 (Incorporated/Principal Place of Business-Other State)Ji

Jury demand | n (Nong] ¥ Class acfion |n |V Demand (S000)
Arbitration code v County | Clallam v
Fee status | pd (paid) v | Fee date |6/11/2010 Date transfer

If you are requesting a Jury Demand you will select an option in the dropdown
list.

Remember: If you are requesting a Jury Demand in your case you must also
demand this in your Complaint.

17



ZEC minal ~ - tiites -
UE F Civil Criminal Reports Utilities Search

Open Unassigned Civil Case

Jurisdiction |4 (Diversity) ~

Cause of action | 28:2201dj (28:2201 Declaratory Judgement) v | Filter 28:2201dj| | Clear filter
Nature of suit | 190 (Contract: Other) v | Filter- |190 Clear filter

Origin |1 (Criginal Proceeding) v
Citizenship plaintiff | 4 (Incorporated/Principal Place of Business-This State) +

Citizenship defendant | 5 (Incorporated/Principal Place of Business-Other State) +

Jury dem lass action |n Demand (5000)
Arbitration code 7 County | Clallam b

Fee status | pd (paid) + | Fee date |6/11/2010 Date transfer

Let’s address the NEXT three options:
e Class Action
e Demand

e Arbitration Code

The Class Action box defaults to “n”, the Demand and Arbitration boxes are blank.

ZEC minal ~ - ities ~
S F Civil Criminal Reports Utilities Search

Open Unassigned Civil Case

Jurisdiction | 4 (Diversity) v

Cause of action | 28:2201dj (28:2201 Declaratory Judgement) ¥ | Filter: 28:2201dj| | Clear filter
Nature of suit | 190 (Contract: Other) ¥ | Filter: |190 Clear filter

Origin | 1 (Original Proceeding) v
Citizenship plaintiff | 4 (Incorporated/Principal Place of Business-This State)  +
Citizenship defendant | 5 (Incorporated/Principal Place of Business-Other State)

Jury demand | p (Plaintiff) { Class action [n v ] Demand [Sl]

Arbitration code v County | Clallam v

Fee status | pd (paid) v | Fee date |6/11/2010 Date transfer

Do not change the default Class Action box from “n” and do not fill in any demand
amount or arbitration code.

18



ZEC minal - - ities -
UE F Civil Criminal Reports Utilities Search Logout

Open Unassigned Civil Case

Jurisdiction |4 (Diversity) ~
Cause of action | 28:2201dj (28:2201 Declaratory Judgement) ¥ | Filter: 26:2201d]
Nature of suit | 190 (Contract: Other) ~ | Filter: |190
Origin | 1 (Original Proceeding) v

Citizenship plaintiff | 4 (Incorporated/Principal Place of Business-This State)

Citizenship defendant | 5 (Incorporated/Principal Place of Business-Other State)
Jury demand | p (Plgiai v Demand (3000) ®

Arbitration code v County | Clallam w

Fee status | pd (paid) v | Fee date |6/11/2010 Date transfer

The next box is the County box. From the dropdown list choose the county of the
plaintiff’s residence or place of business.

EEC il - iminal - . ilities ~
o F Civil Criminal Reports Utilities Search

Open Unassigned Civil Case

Jurisdiction | 4 (Diversity) e
Cause of action | 28:2201d] (28:2201 Declaratory Judgement) v | Figer: 28:2201d]
Nature of suit | 190 (Contract: Other) ~ | Filter- |190
Origin | 1 (Original Proceeding) v

Citizenship plaintiff | 4 (Incorporated/Principal Place of Business-This State) +

Citizenship defendant | 5 (Incorporated/Principal Place of Business-Other State) |+

Jury demand | p (Plaintif) % | Class actiop-a=— Demand (S000)
Arbitration code v Counfy v
Fee status | pd (paid) + | Fee date |6/11/2010 Date transfer

The Fee Status box has five choices in the dropdown list: The first option,
In Forma Pauperis, is not used in this court.

Those choices that are used are as follows:
e None: No fee is required. Itis used when the USA is the party filing the
case or for actions such as 2255 Petitions.

e PD: Payment of the regular civil filing fee through Pay.Gov. See Appendix
H for fee schedule.

19



e Pending: When an In Forma Pauperis application is pending and requires

an IFP Application. See Appendix A for forms.
e WV: When the fee is waived and applies to Jones Act cases only.

Criminal -~

Reports ~

Utilities ~ Search Logout

Open Unassigned Civil Case

Jurisdiction |4 (Diversity) ~

Cause of action | 28:2201dj (28:2201 Declaratory Judgement)

* | Filter: |28:2201d] Clear filter

Nature of suit | 190 (Contract: Other) | Fitter- [190 Clear filter
Origin | 1 (Original Proceeding) v
Citizenship plaintiff | 4 (Incorporated/Principal Place of Business-This State)

Citizenship defendant | 5 (Incorporated/Principal Place of Business-Other State)

Jury demand | p (Plaintiff)

~ | Class action

Arbi i ~ ounty | King
(Fee status | pd (paid) ~ | Fee date |6/11/2010

ni Demand (S000)

V)

Date transfer

For a court fee schedule, visit our website at: www.wawd.uscourts.gov. Click on
Court Services, then Financial Information.

For an Application to Proceed InForma Pauperis, visit our website at
www.wawd.uscourts.gov. Click on Reference Materials, then Forms.

The fee date box will automatically be filled in.

Criminal -

Reports ~

Utilities ~

Search

Open Unassigned Civil Case

Jurisdiction v

4 (Diversity)

Cause of action |28:2201d] (28:2201 Declaratory Judgement)

¥ | Filter: [28:2201d] Clear filter

Nature of suit
Origin
Citizenship plaintiff

Citizenship defendant

Arbitration code

Fee status |pd (paid)

Jury demand | p (Plaintiff)

190 (Contract: Other) ¥ | Filter: [190
1 (Qriginal Proceeding) hd
4 (Incorporated/Principal Place of Business-This State)
5 (Incorporated/Principal Place of Business-Other State) v
v | Class action |n v Demand (5000)

w County | King

+ | Fee Hate |6/11/2010 Date transfer

v

Leave the date transfer box blank.

20
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ZEC T S . ilitios, -
] F Civil Criminal Reports Utilities Search

Open Unassigned Civil Case

Jurisdiction | 3 (Federal Question) v

Cause of action | 28:2201dj (26:2201 Declaratory Judgement) ~ | Fitter (28:2201dj| | Clear filter
Nature of suit | 190 (Contract: Other) ~ | Filter- | 190 Clear filter

Origin | 1 (Original Proceeding) v
Citizenship plaintiff | 4 (Incorporated/Principal Place of Business-This State) +
Citizenship defendant | 5 (Incorporated/Principal Place of Business-Other State) +
Jury demand | n (None) v | Class action |n v Demand (3000)

Arbitration code v County | King v

Fee status | pd (paid) v | Fee date |6/16/2010 Date lra

Look over this screen and make sure you entered the correct case information.

Once you are confident that your case information is correct you are ready to
proceed and select “NEXT” to move to the next screen.

Criminal ~ Reports - Utilities ~ Search

Open Unassigned Civil Case

Jurisdiction |4 (Diversity) v

Cause of action | 28:2201d] (28:2201 Declaratory Judgement) ~ | Filter- [26:2201dj| | Clear filter
Nature of suit | 190 (Contract: Other) ~ | Fiteer: |190 Clear filter

Origin | 1 (Original Proceeding) v
Citizenship plaintiff | 4 (Incorporated/Principal Place of Business-This State) v

Citizenship defendant |5 (Incorporated/Principal Place of Business-Other State) +

Jury demand | p (Plaintiff v | Class action |n v Demand (5000)
Arbitration code v County | King v
Fee status |pd (paid) v | Fee date 6/11/2010 Date transfer
et ] [Ciear)
N/

21



Adding Parties

Before you get started, have your Complaint available. You will need this to add
the parties in this case opening process.

Now that you have your information let’s get started.

This screen will allow you to enter your party names and do a search to see if
these parties are already in the court’s database.

SEC minal - . iites -
UE F Civil Criminal Reports Utilities Search

Open Unassigned Civil Case

Search for a party
Collapse All Expand Al Last/Business Name First Name Middle Name
Prisoner 1D

See Entering Party Names for examples of how to search party names in a way
that will find appropriate matches.

Important Message:
If you select your back browser button at any time during the adding parties
process, you will lose all of your work product. If you need to make a change to
your party selection or simply changes the spelling, utilize the icons provided.

Once you start entering the party name, a party’s surname or a company’s name,
select “Search Party.”

Removal cases are opened by using the original caption from the state court. For
example, if the defendant is the “filer” of the removal case in Federal Court and
they remain the defendant in the case filed here.

22




EC R .
UE F Civil Criminal Reports

Open Unassigned Civil Case

Search Results

Evergreen Gardens

B oy Searchfor & party
Collapse Al Expand Al Last/Business Name Evergreen Gardens
Prisoner ID

Utilities ~

First Name

SelectParty | [ Create New Party

]

The case we will be opening is a civil case entitled: “Evergreen Gardens vs. Grass

Roots Inc.”

Let’s get started by entering the plaintiffs name, “Evergreen Gardens”, and then

select “Search Party.”

Criminal -~ Reports -

Open Unassigned Civil Case

b o ory Search o s par
Collapse All Expand Al Last/Business Name |Evergreen Gardens
Prisoner ID

Search Results

Evergreen Gardens

Select Party ][ Create New Party

]

If you find an exact match from the list, highlight the name from the list and click
on the “Select Party” button. If no match is found, no name will appear in the

Utilities ~

First Name

Search

Search

Middle Name

Middle Name

Last/Business Name box, and search results will state “Search returned no

results. Please try again or create a new party.”

23



EECF Civil ~ Criminal ~

Reports ~ Utilities ~ Search

Open Unassigned Civil Case

b i oy Search o s par
Collapse All Expand Al Last/Business Name Evergreen Gardens | First Name Middle Name
Prisoner ID

Search Results
Evergreen Gardens

[ selectParty |[[ CreateNewParty |

If you do not find an exact match, click on the “Create New Party” button.

Open Unassigned Civil Case

Add Mew Party

Collapse All

Search for a parey

Expand 4l Last/Business Name |Evergreen Gardens| | First Name Middle Name
Prisoner ID

Search Results

s 3

[__select Party I

Create New Party
Search returned

o results. Please try again)

or create a new party

Once you have highlighted a name match or selected the “Create new Party”
name button, CM/ECF will display the party information screen. You will notice

your patry name on this screen. Let’s proceed with entering your party
information.

24



=EC — - ;
UE F Civil Criminal Search

Open Unassigned Civil Case
Party Information
Collapse All Expand All Last name |Evergreen Gardens First name
Middle name Generation
Title
Role | Plaintiff (pla:pty) hd
Prose |Mo w
Prisoner Id Unit
Office
Address1
Address 2 [] sShow this address on the docket sheet
Address 3 City
State Zip Country
Prison v
Phone Fax
E-mail
Party text
Start date |6/21/2010 End date
Corporation | no v Hotice | yes

TheTitle box is where you would enter title abbreviations such as Dr, Sgt, Hon,
Rev, as appropriate. Do not put any periods after the abbreviation.
If a title does not apply, leave the box blank.

Criminal ~ Utiliti Search Logout

Open Unassigned Civil Case

Add New Pary S
Collapse All Expand All Last name |Evergreen Gardens First name
Lollapse All 3] /
Middlg name Generation

v
Prose |MNo b
Prisoner Id Unit
Office
Address1
Address 2 [] show this address on the docket sheet
Address 3 City
State Zip Country
Prison ~
Phone Fax
E-mail
Party text
Start date |5/21/2010 End date
Corporation | no % Notice | yes

Add Party

25



Now you will select the party’s role from the drop-down menu. The first party
entered is the Plaintiff. The parties should be entered in the manner and in the
order in which they are captioned on the initiating document being filed. (Keep in
mind the party name examples.)

Criminal ~ Reports ~ Utilities - Search

Open Unassigned Civil Case

e
G Expand Al Last name |Evergreen Gardens First name
Middle name Generation
Title
Role | Plaintiff (pla:pty) 4
Prose |Mo b
Prisoner Id Unit
Office
Address1
Address 2 [ show this address on the docket sheet
Address 3 City
State Zip Country
Prison A
Phone Fax
E-mail
Party text
Start date |6/21/2010 End date
Corporation |no Notice |yes

Add Party
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Do not enter any party information in the address, phone number, fax, or email
box.

ZEC il - iminal - . ilities ~
o F Civil Criminal Reports Utilities Search

Open Unassigned Civil Case

Party Information
Collapse All Expand All Last name |Evergreen Gardens First name
Middle name Generation
Title
Role | Plaintiff (pla:pty) v
Prose |MNo o
Prisoner Id

Office

Address1

Prison
Phone
E-mail
Party text

Start date |6/21/2010 End date

Corporation |no %

Add Party

Notice | yes |v

27



The party text box can be used to identify the party in further detail. For example,
If the party is a company, enter “a Washington Corporation.” Identify the party
as “an individual” or “husband and wife, and the marital community.”

In our case sample, we will enter “a Washington Corporation” in the text box for
Plaintiff Evergreen Gardens.

Party Information
Collapse Al Exwand Al Last name Evergreen Gardens First name
Middle name Generation
Title |
Role | Plaintiff (pla:pty) v
Pro se [ Mo v
Prisoner Id —| Unit
office | |
Address1 |
Address 2 | ] show this address on the docket sheat
Address 3 | ' City
State | Iip Country
Prison [ w
Phone 7 Fax

E-mail

Pa tex‘t.aWashlngtoncmporation| ]

Start date |6/10/2010 End date
Corporation [ no ¥ | Nofice .yes o
Add Pary
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The start date box will automatically fill in with the current date. You will not be
able to modify this date.

Party Information
Collansa Al Exnand Al Lastname Evergreen Gardens First name
Middle name Generation
Titie |
Role | Plaintiff (pla:pty) b’
Prose | Ma v
Prisonar Id —| Unit
Office | '
Address1 |
Address 2 [ Show this address on the docket sheet
Address 3 | | City
State | Zip Country ]
Prison | b
Phone — Fax
E-mail |
Party text :aWaShm on corporation|
Corporation . no | Notice .yes w

Since you logged into ECF as the attorney filing this case, you do not need to enter
your name as attorney of record.

The ECF system will ask you later in this process if you are associated with the
party that you are representing.

If you are not adding any additional attorneys select the Add Party button.
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EE F Civil ~ Criminal ~ Utilities ~ Search

Open Unassigned Civil Case

Add New Party .

Evergreen Gardens
Collapse All Expand All Title

Role | Plaintiff (pla:pty) v
Pro se |MNo =
Prisoner Id Unit
Office
Address1
Address 2 [ show this address on the docket sheet
Address 3 City
State Zip Country
Prison
Phone Fax
E-mail

Party text

Start date |6/21/2010 End date

. Add Part .

Start a Mew Search

e Hotice | yes

Adding Additional Attorneys

You may enter additional attorneys associated with this case by selecting the
the Add Attorney * icon next to Attorney.

EECF Criminal ~ Query Reports ~ Utilities ~ Search

Add New Party Search for a party
Callapse Al Expand Al Last/Business Name First Name Niddle Name
EI-E:vergre:; Gardens pla+ ® EErT

Alias

: Search

Corporate Parent or other affiliate 3

“Attorney ¥5 [0
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Icons

The new icons located next to the names on the left allow you to make
modifications, edits and add new alias. These are the Icon Descriptions:

-U' Delete this party from the case.
e Add new alias, corporate parent, or attorney.
,L:_ Copy attorney(s) from other parties in the case to this party.
Edit the party, alias, corporate parent or attorney. Qnly displays
P 4 beside actual names of participants, so if no participant has been
added, this icon is suppressed.
T Change the name of the party.

When you click on the add attorney icon, you will go to the Attorney search
screen, which resembles the Party Search screen.

EC - Uiles -
UE F Civil Criminal Query Reports Utilities Search Logout

Add New Party Search for an attorney for Evergreen Gardens

Collapse All Expand Al

EEvergreen Gardens plad B Barld
é-"mias % Last Name First Name Middle Name
é--f.‘orporale Pﬂ.remorolher affiliate "3
“Attorney ]

Let’s add Jon Smith as an additional attorney in this case and then select Search.
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Criminal ~ Query

Reports ~ Utilities ~

Add New Party Search for an attorney for Evergreen Gardens
Colapse All Expand All
ZEvergreen Gardens pa/ @ ol
é"mias € Last Name |Smith First Name |Jofn
E-Corporale Parentor other affiate %5
S Search
E".fmcnrney‘-‘ﬁ [

Search Logout

Widdle Name |

As with the Party Search screen, you will see search results which allow you to
select the attorney’s name from the dropdown list. Choose the attorney from the
dropdown list. You can only add additional attorneys that are registered with
CM/ECF. DO NOT enter Pro Hac Vice Attorneys.

Open Unassigned Civil Case

ek Mo Party Creatn Casa || earch for an attormey for Evergreen Gardens
Collgpge All Expand &1 e
e I
EEwergreen Gardens pla " & ———————
Aias ¥ Last Hame =mith First Hame |20

Corporale Parend or other affiiabe '_".'
Attormay £ 0

Search

Laarch Rasults
Smith. Jomas David
Smith, Jomgethan B
Smilh, Jonathan 5

|_Seiact Attomay

Middla Hama

Once you have selected the attorney’s name from the list, you will click on “Add

Attorney”.
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ECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Attorney Information
Add New Pa Create Case
L] John Dimmitt Smith { Bar Id : 2938, Bar Status : Active )
Collapse Al Expand Al
: ’ Title
ElEvergreen Gardens pla#” ®
E--A\ias # Office | SMITH & SMART Unit
Lo icRaEE bk TRl £ Address 1 700 STEWART STREET Address 2 | SUITE 6021)
~Attorney Ko
Address 3 City |SEATTLE
State |WA Zip 95101
Country Phone |206-222-1111
Fax |206-222-1110 E-mail
ProHac Vice |no v Lead attorney | no ¥
Seal Flag | yes v Notice | yes

Start date |7/9/2010 End date
' Add Attorney l

Start a New Search

s returns you to the Attorney Information screen. Notice the attorney name you
just added on the left screen for the party Evergreen Gardens.

Repeat this process until you get all the associated attorneys entered.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout
[ Add New Party Search for a party

ollase Epand /4l Last/Business Name First Name ‘ Middle Name
E!Evergree‘g Gardens pla/ % PrisanerD)

~Nias "5

h Search

~Corporate Parent or other affiiate ] u

Hattorney ¥ (L1

John Dimmit Smith # &

Once you have all the attorney names entered, select the Add New Party button.

This will bring you back to the Party Information screen so you can continue to
add all parties.
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Adding an Alias

If you are adding an alias, select the Alias icon.

i P Search Tora pory

Caollapse All Expand 4l Last/Business Hame First Name Widdle Name

SEvergreen Gardens pla.# %

Prisoner ID

- 5 Search
‘Corporate Parent or other affiliate 5 ;]

Elattorney ¥5 (L1

John Dimmitt Smitn .

The Alias role options from the drop down list are identified below

Agent: Agent of

Aka: Also know as

Assign: As assignee of

Dba: Doing business as

Div: A division of

Est: Estate of

Exrel: Ex Rel

Fdba : Formerly doing business as
FKA: Formerly known as

Nee: Born (usually refers to maiden name)
Nka: Now known as

Obo: On behalf of

Other: Other

Pro: Personal representative of
Rpi: Real party interest

Suc: Successor in interest

Ta: Trading as
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Now that you have your Alias name entered and the role selected, select the “Add
Alias” button. This will return you to the Party Information screen.

EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Alias Information (Party Evergreen Gardens, )

LastBusiness name |Evergeen Lawn and Garden First name
Middle name Generation
Type (ha Start date |8/6/2009

[ Add alias _ Click the Add alias button to retum to the Party screen and submit all information for this party.

Corporate Parent or Other Affiliate
The next button is the “Corporate Parent or Other Affiliate” button. Do not use

this button. You are required to file a Corporate Disclosure Statement which
provides this information.

Open Unassigned Civil Case

Add New Party Search for an alias for Evergreen Gardens
Collapsea Al Expand All
(]
SEvergreen Gardens pla s # L
Salias

| "Evargresn Lawn and Gardan Fd"!
i Corporate il other affiliate &
“atiomey 35 (L

When you are satisfied that the information for the first party is correct, click on

“Add New Party”and proceed to the next party. Enter all parties in this same
manner.
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Create Case

ONLY when you are finished adding all parties, click on the Create Case button on
the Participant Tree.

Open Unassigned Civil Case

Ao o Py il
Colapas Af : AT Last /| Business Rame First Hame Micdle llame | |
-IEvergreen Gardens ga =

“hlias ¥

Evemreen Lawn and Garden 4 #
Corporate Parent or othier affilizte =

]

E Artomney ¥ 1
Jon Smith o
“IGrass Roots Inc dn "
Anes ¥

Corporaie Parent or other aMiliate 'I“'-
Attosnoy ¥ 17

Answer “Yes” under “Case will be created. Proceed?”

Caze wil be created, Procesd?

["f'E-tJ [I'-.In]

You will see this screen instructing you to click on the Docket Lead Event
hyperlink to continue to attach your complaint, civil cover sheet, summons and

pay the filing fee. The ECF system has assigned a case number and states that this
case has been opened.

(Please note that this case is not opened until the complaint is filed and the filing
fee is paid.)
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EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Open a Civil Case
Click on Docket Lead Event to continue to attach your complaint, civil cover sheet, summons and pay the filing fee.

THIS CASE IS NOT OPENED UNTIL COMPLAINT IS FILED AND FILING FEE IS PAID

INOTE: Case number below is assigned to your CM/ECF account, Write this reference case number down, should recovery of this case number be necessary prior to your
final submission of vour pleading, Your account could accrue additional charges, if you lose this transaction and start over with another case number assignment,

Case Number 09-33 has bezn opened.

Docket Lead Event?

]

Docketing the Lead Event
Click on “Docket Lead Event?” to proceed.

ECF will automatically open the event Complaints and Initiating Documents and
populate your case number.

EECF Civil ~ Criminal + Query Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Documents

Civil Case Number

2:09-cv53

Click NEXT.

You will notice that the case number and party name appears.
Click NEXT to accept.
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UE F Civil Criminal Query  Reports Utilities Searth  Logout

Complaints and Other Initiating Documents

209-¢v-00053 Everareen Gardens v. Grass RoatsInc ]

Next| |Clear

Lead Event Types

There are three types of initiating documents, or “lead events” to choose from.
Each has its own unique workflow.

e Example A: Complaint

e Example B: Notice of Removal
e Example C: Motion to Proceed In Forma Pauperis
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Example A: Complaint

Select Complaint from the Available Events menu.

Complaints and Other Initiating Documents
2:09-cv-00053 Evergreen Gardens v. Grass Roots Inc.

Available Events (click to select an event) Selected Event

Amended Complaint »~ ||Cumplaint

Amended Counterclaim

Amended Crossclaim

Amended Petition

Application and Affidavit for Seizure Warrant
Application for Stay of Execution

£ _1ar £ "
ATOTT TOT 00T T S TS TTTTTETTE

Counterclaim

Crossclaim -
Intervenor Complaint

Mation for Judgment Debtor Exam

Motion for Leave to Proceed In Forma Pauperis
Mation to Vacate/Set Aside/Correct Sentence (2255)
Motice of Receivership

|

Clicking on the word "Complaint" places it in the Selected Event box.
Click NEXT.

Select the party you are representing in this case and click NEXT.

ik Hiar Select the filer.

Collapsa Al Expand All
Evergreen Gardens pla

! Select the Party:
“Grass Roots Inc  dft

=

Evergrean Gandens [pl:
Grass Roots Inc [dff]

| Mext | | clear || MewFiler |
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Select the party or parties you are filing against.

Pick Party Please select the party that this filing is against.
Collspsa Al Expand Al Select the Party: OR Select a Group:

+Evergreen Gardens pla

:-Grass Roots Inc  dft

® No Group

O All Defendants
O Al Plaintiffs
O All Parties

[ Clear || New Party |

NOTE: To select multiple parties, hold down the Ctrl key and click on each of the
desired parties, or click on the All Defendants radio button. We have selected the
defendant Grass Roots Inc. Click NEXT.

ECF displays this screen when the attorney filing the document is appearing in the
case for the first time. This will add the attorney's information to the docket and
activate electronic notice.

The following attornev/party associations do not exist for the above case(s).
Please check the box on the left of the screen for assocations which should be created.

If the association should nof be created, be sure the box is unchecked.

i+ Evergreen Gardens (ptypla) represented by Jack Frost (aty) [#] Notice

Mt Clear

Leave all boxes checked and Click NEXT.
Attach the Complaint

All documents must be in PDF format and cannot exceed 5 MB (megabytes) in
size.
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Notice that you can now add your main documents and attachments using a

single screen.

Click on Browse to begin.

Select the pdf document and any attachments.

Main Docoment

[ Browse_ ]

Attachments

Category Description

1. | |[ Browse_ J

]|

Navigate to the appropriate directory and file on your computer to locate the
Complaint. Make sure you are attaching the correct complaint. Double click on
the file name to upload the file to CM/ECF.

File Upload

Lookin: | (£ Sample PDFs

¥ OFE

:_ 0 Training PDFs
Lﬁ = 01-00105.pdf
My Recent | | oo 02-10174.pdf
Documerts | ™% 03-CV-01234.pdf
& "L 03-cv-03333-Answer.pdf
@ = 03-cv-09200 Answer.pdf
Deskiop L Acceptance of Plea.pdf
" Admin Record Part 1.pdf
: " Admin Record Fart 2.pdf
') "L Admin Record Part 3.pdf
™ Admin Record Fart 4.pdf
= Admin Record Part 5.pdf
T affidavit of Service.pdf

gj " Amended Complaint.pdf

L Answer to Writ of Garnishment.pdf T Information.pdf

= Answer.pdf

= Appearance Bond.pdf
T Appl for Writ of Garnishment.pdf
T Arrest Warrant.pdf
"L Cert of Record. pdf
T A 20 Apt.pdf

T CJA 20.pdf

L Dedaration.pdf

L Bxhibit 2.pdf

T Exhibit. pdf

= Fin Afdt. pdf

% IFF FORM.pdf

& Indictment. pdf

< ' |
- File name: .Cu'r'plai"ﬂ.nd hd | Dpen
My Network | Files of type; Al Files v | Cancel f

The name of your document will appear in the Filename window.
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Select the pdf document and any attachments.

Alain Document A

|S NECF Team\Sample POFs\C nmplain| Browse

J “ s
Affachments Category Description

1. | | Browse_ ] | w

To attach the Civil Cover Sheet, click Browse under Attachment #1.

Click Browse to upload the Civil Cover Sheet.
Describe it , either by using the Category drop-down box and/or the Description
text box.

Select the pdf document and any attachments.

Main Docament

|S:\EI:F Team\Sampla F'DFs\Cnmplain| Browse_

Attachments Category Description
1. [S{ECF Team\Sample PDFs\Training Fl@jwiwlclﬂv&r%eet } T
2.| [ Browse_ ]| v

Attach the Summons
Prepare all summons(es) as one PDF .

Click Browse under Attachment #2 to upload the summons. Describe the
summons(es) under Category and or Description.
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Select the pdl docoment and asy amacheents.

MIain Document
Z1ECF Tn:u'n'.Sanltr POF=\Cammlaint e Hrowse. |

Attachments Category Description
1. |5\ECF Team\Sample POF=Training POF[ Browse_ | | Civil Cavor Sheat v | Remove
3, |SAECF Team\Sample POFstaummons ef Browse_ | | ‘L [Summanz } Remove
g B

Example B: Notice of Removal

Select Notice of Removal from the Available Events menu. Clicking on the event
name places it in the Selected Events box on the right.

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v. Grass Roots Inc

I |

Available Events (click to selact an event)  Selected Event
Application for Stay of Execution A |Matice of Removal
Application for Wt of Gamishmant 1

Complaint

Courterclaim

Crozzclam

Intervencs Complamnt

Matian for Judgment Dabtor Exam

Motion for Leave te Proceed In Farma Paupens

Mation to Vacate/Sel Aside/Correc! Senlence (2255) =

MHotice of Removal
et
Petition for Wil of Habeas Corpus

Fotition ta Enforce IRS Summans |
Ragistration of Faraign Judgment ¥
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Click NEXT. Select the party you are representing in this case.

Complaints and Other Initiating Documents

-1 0-C- 14 Everqr rdens ¥ B |
Select the filer.
Collapse Al Expand All
wEvergreen Gardens pla S s
~Grass Roots Inc  dft Evergreen Gardens [pla

Grass Rools Inc [dit]

| Clear | [ New Filer ]

Complaints and Other Initiating Documents
2:10-cy-00014 Evergreen Gardens v. Grass Roots Inc

The following attorneyv/party associations do not exist for the above
case(s).

IPlease check the box on the left of the screen for associations which

Ehun]d be created.

f the association should not be created, be sure the box is

unchecked

Grass Roots Inc (pty-dft) represented by Test Attorney (aty) [+] Notice

ECF displays this screen when the attorney filing the document is appearing in the
case for the first time. This will add the attorney's information to the docket and
activate electronic notice. Leave all boxes checked and Click NEXT.
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Now select the party or parties you are filing against. Click NEXT.

Complaints and Other Initiating Documents

- 4 [ rgens v Gr Roots In
active
Pick Party Flease select the party that this filing 1s against
Collapse All Expand All

i Grass Roots Inc  dft Select the Party: OR Select a Group:
wEvergreen Gardens pla '

Grass Roots Inc [dit

Evergreen Gardens [pla (%) No Group

i) All Defendanis
() All Plaintifis
) Al Parties

[Hﬂnt] [Cle.ar]| Hew Party ]

Attach The Notice of Removal

All documents must be in PDF format and cannot exceed 5 MB (megabytes)
in size.

Click on Browse to begin.

Complaints and Other Initiating Documents
2:10-0v-00014 Evergreen Gardens v. Grass Roots Inc

Select the pdl document and apy attachments.

Alain Docoment

Team'\Sample PDFs\Notice Mﬂemma|p| Browse.

Attachmoents Category Dascription

L. |[Growse._| | | [
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Navigate to the appropriate directory and file on your computer to select the
Notice of Removal. Remember to verify that this is the correct Notice of Removal
for this case.

Choose file

Look in: | () Sample PDFs »| & & ¥ E-
[ % Joint Status Report.pdf 7T Objection.pdf
\Q ™ Judgment.pdf "= oDD.pdf
MyRecert T8 jury demand.pdf 7% Order of Ref_pdf
Documents L Jury Verdict.pdf = Order.pdf
@ T Letter.pdf T Flea Agreement. pdf
L Mandate.pdf T Praecipe.pdf
Desidoo " Minutes. pdf % Report-Recommendation.pdf
. oo Motion - Memorandum. pdf 7= Response.pdf
‘_) | Motion. pdf Tt Sched Order.pdf
' = Notice of Appeal.pdf . Stipulation. pdf
My Documerts = Notice of Appearance. pdf T summons executed.pdf
— L Notice of Dep.pdf % Third Party Complaint.pdf
gj " Motice of Hearing.pdf " Transcript.pdf
c ™t Notice of Lawsuit.pdf "L USCA Case Number.pdf
- 5 Motice of Removal.pdf ™ Waiver.pdf
Q - e
M?HNEMG Fil= name: [thln:e of Removal pdf ﬂ Open
SCRE
Files of type: | Al Files (") -] Cancel
o

Double click on the file name, which will display in the Filename area.

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v. Grass Roots Inc

Belect the pdf docoment and any attachments.

o Brocoment ~
( SAECF Tearm\Samgle PDFs\Notice of Rel| Browse,, |
J
Arttachments Category Description
I [z vl

Click Browse under Attachment #1 to upload the Civil Cover Sheet.
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Complaints and Other Initiating Documents
210.ov.00014 Evergreen Gardens v Grass Boots Inc

Eelect the pdf decoment and any attachments.

Iain Documont
SECF Team\Samgple FOFs\Nolice of Re|| Browse .
\

Artachments Category Description

Describe it , either by using the Category drop-down box and/or the Description
text box.

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v. Grass Roots Inc

Select the pdf document and any attachments.

Main Document
S\ECF Tearm\Sample PDF=\Notice of Re | Browse..

Attachments Category I"!:i:l:imiﬂ-j

1. |S:AECF Team\Sample PDFs\Training POF| Browse... | | Gl Caver Sheet ~ | U | Remove
N
N EEEEEE—— s = | | |

When you are done, click NEXT.
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Example C: Motion for Leave to Proceed In Forma Pauperis

Select Motion for Leave to Proceed In Forma Pauperis from the Available Events
menu. Click NEXT.

Complaints and Other Initiating Documents

-cv-00014 n Gardens v. R In
|
Available Events (chick to select an event) Selected Event
Ammendad Complamt A | [Motion for Leave ta Proceed In Forma Paupens

Amended Counterclaim

Amendod Crogselam

Amended Peidion

Application and Affidat for Sazura Warrant

Application for Stay of Execution

Application for Wi of Garmishment

Complzint

Coumenclaim

Crossclam -
Inervenor Complamt

Iation for Judgment Debtor Exam

Maotion for Leawe to Proceed In Fomma Paupens

Klation to Vacale'Sel Aside/Comect Sentance (2255)

Haobice of Recenership %

‘

Select the party you are representing in this case.

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v. Grass Roots Inc

Pick Filer Select the filer.

Collapse All Expand All
#Evergreen Gardens pla Select the Party:
-Grass Roots Inc  dft | B ericon Codene

|Grass Roats Inc [dﬁ] '

[Mext| |Clear || New Filer
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ECF displays this screen when the attorney filing the document is appearing in the
case for the first time. This will add the attorney's information to the docket and
activate electronic notice. Leave all boxes checked and click NEXT.

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v. Grass Roots Inc

The following attorney/party associations do not exist for the above case(s).

Please check the box on the left of the sereen for associations which should be created.

If the association should not be created. be sure the box is unchecked.

[ Evergreen Gardens (pty:pla) represented by Test Attorney (aty) ¥ Notice
[Next ] [Ciear ]

Select the party or parties you are filing against. Click NEXT.

Complaints and Other Initiating Documents

A0-cv-00014 Everar nsv Roots In
factive
Pick Party Please select the pary that this filing is against.
Collapse All Expand All
+Evergreen Gardens pla Selectthe Party: OR Select a Group:

~Grass Roots Inc df Evergreen Gardens [pla

& No Group

) Al Defendants
) Al Plaintiffs
1 All Parties

(Mext| | Clear || New Party |
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Attach the IFP Application

NOTE: All additional documents to the IFP Application must be filed as
attachments to the IFP. When your filing is complete, you should only
see on the docket your IFP Application with attachments.

All documents must be in PDF format and cannot exceed 5 MB (megabytes) in
size. Click on Browse to begin.

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v. Grass Roots Inc
Select the pdf document and any attachments.

Main Document

L Browse
Attachments Category Description
" = 3

Navigate to the appropriate directory and file on your computer to select the IFP
application. Again, remember to check the document to make sure it is the
correct application for this case.

Choose file

Loak in: II:} Sample PDFs ;I = £ B~
. |C0 Training PDFs L Answer. pdf
\_"1.5 (T 01-00105. pdf L. Appearance Bond.pdf
My Recent  [TX)02-10174.pdf T2 Appl for Writ of Garnishment.pdf
Figrisik 03-CV-01234. pdf T Arrest Warrant.pdf
@ 03-cv-03333-Answer.pdf TE Cert of Record.pdf
- 03-cv-09200 Answer.pdf 7L CJA 20 Apt.pdf
Deshicp |Acceptance of Plea.pdf T ClA 20.pdf
) \Admin Record Part 1.pdf T2 Complaint. pdf
.-j Admin Record Part 2.pdf T Dedlaration.pdf
Wy Documerts Admin Record Part 3.pdf X Exhibit 2.pdf
Admin Record Part 4.pdf X Exhibit.pdf
s Admin Record Part 5.pdf T Fin Afdt.pdf
gg  Affidavit of Service.pdf
'Amended Complaint.pdf T Indictment. pdf
e Answer to Writ of Garnishment.pdf T Information. pdf
- [ € i | 3
My Netwotk  File name: [IFP FORM pf =] Open
Flaces
Fiies of type: [ Files = =] Cancel
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Double click on the file name which will appear in the Filename box.

Complaints and Other Initiating Documents
2:10-cw-00014 Evergreen Gardens v, Grass Raoats Inc

Select the pdf document and any attachments.

Main Docoment !
S\ECF Team\Sample POFs\FP FORK pl Browse

Attachments Category Dezcriphion

1.

| Browsa .

Attach the Complaint
To attach the Complaint, click Browse under Attachment #1.

Complaints and Other Initiating Documents
2:10-0v-00014 Evergreen Gardens v, Grass Roois Inc

Select the pdf document and any attachments.

Main Docoment 1
S\ECF Team\Sample POF=\FP FORN [ Browse

Attachmenis Category Descripiion

L.

| Browsa .
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Navigate to the appropriate directory. Double click on the filename to add it to
the Filename area under Attachment #1.

Cﬂmplﬂintﬂ and Dtnar!mtinﬂng Documents
2:10.cw-00014 Evergresn Gardens v. Grass Roots Inc

Select the pdf document and sy antachments.

Alain Docoment

|5/ ECF TeamSample POFSUFF FORM g Browse.. |

Artachmenis Category Description
1. :S \ECF Team'Sample POFs\Complaint p[] ~
B[ v

Describe it , either by using the drop-down box and/or the description text
box.

Complaints and Other Initiating Documents
Oy 4 Evergr rdens v, Gr In

Select the pdf document and any attachments.

Main Document
|5:\ECF Tear\Sample FOF=\FP FORM g

Attachments Category Dieseription

1. [$-ECF Team\Sample FOFs‘\Complaint pé Browse . || % Complaind

2. [(Browse. || =l |
Mexd | | Claar |

[v Complaing E@

Repeat these steps for the Civil Cover Sheet, Summons, and any
additional documents you wish to file. The fields expand as you add more
attachments.

When you are done, click NEXT.
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Noting Date

The Motion for Leave to Proceed In Forma Pauperis does NOT get noted. You
will not see a request to note your motion. Proceed through the remaining
screens by selecting NEXT to complete your filing.

Emergency Matters
What are examples of emergency matters?
An emergency matter is one that requires an immediate action from a judge, such
as a:
e Temporary Restraining Order
e Vessel Arrest

How To File An Emergency Matter:

e Open the case.

e Have your case number ready.

e Immediately call the Clerk’s Office Intake Department

e 206-370-8400 for Seattle cases

e 253-882-3800 for Tacoma cases

e The Intake Department will assign a judge to your case and notify them of
the emergency.

e To ensure that your case receives the immediate attention it needs, please
file prior to 4:30 P.M.
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Paying the Filing Fee

If you are filing a Complaint or Notice of Removal, this screen appears after you
attach your documents . It verifies the filing fee amount and directs you to press
NEXT to accept.

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v. Grass Roots Inc

Attornevs filing electronically must pay by credit card.
Accept filing fee amounnt by pressing the next button.

Fee: 5350

Pressing NEXT proceeds to the first of two Pay.gov screens, where you enter
payment information about your credit or debit card.

CAUTION!

Do not use the browser Back button in the Pay.gov screens. This may result in
duplicate billing of the filing fee.

If you believe you’ve been billed in error, call the Clerk’s Office Financial
Department at 206-370-8415.

OR send an e-mail to: SeaFin@wawd.uscourts.gov
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Pay.gov: Credit/Debit Card Option

The first Pay.gov screen asks you for payment information via your debit or credit
card. Be sure to enter all fields marked with a red asterisk (*) . Click Continue
with Plastic Card Payment.

Online Payment Return to your originating application
Step 1: Enter Payment Information 1]2
Pay Viia Plastic Card (PC) (ex: American Express, Dinars Club, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *

Account Holder Name: |Jack Frost *

Payment Amount: $350.00
Billing Address: 425 CHATTERLN ¥

Billing Address 2:
City: FROSTBITE FALLS

State [ Province: | Minnesata - MN v
Zip | Postal Code: 30001

*
Country: | United States v
VISA - ', _, o] | oscpn
Card Type:| Visa v|* @ Y s | 2 | g
Card Number: 4222222233272 B ot umbar vade sbould nof candaln zoacaz ar dazhas

Security Code: 999 | ™ b nong vou securry coce
Expiration Date: 10 [+|*/ 2010 » *

[ Continue with Plastic Card Payment | [| Cancel |

J

Select the "Continue with Plastic [atu Fayment buflan To confinue To The ny«t step in the Plastic Card Payment Process

Note: Please avoid navgating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorectly. Please use the links provided whenever possibla
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The second Pay.gov screen authorizes payment. Enter your e-mail address for
confirmation.

Online Payment Return to your ariginating application
Step 2: Authorize Paymant 112
Payment Summary  Edit this information
Address Information Account Information Payment Information

Account Holder Jack Frost Card Type: Visa Payment Amount: $350.00

Name: Card Number: *********2222 Transaction Date 08/13/2009 17:58
Billing Address: 425 CHATTER LM and Time: EDT
Billing Address 2:
FROSTBITE
City: FALLS

State  Province: MN
Zip / Postal Code: 50001
Country: USA

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below
Email Address: wawdattomey@wawd uscourts.gov

Confirm Email Address: lwawds tomey@wawd. uscourts.gov

CC:

Authorization and Disclosure

Required fields are indicated with a red asterisk *

| authorize a charge to my card account for the above amount in accordance with my card issuer agreement. [ *

Press the "Submit Payment” Button only dnce. Pressing the buttdn more than once could result in multiple transactions.
[ Submit Payment ] Cancel |

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Click Submit Payment. ECF will return you to the case opening program to
complete the process.
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Pay.gov: Automated Clearing House (ACH) Option

In addition to debit and credit cards, you can now have payments withdrawn from
a personal/business checking or savings account using ACH (Automated Clearing
House) also known as Bank Account Debit or Direct Debit.

IMPORTANT!

If you choose the ACH option, you must contact your bank directly if you have
an error, or your payment is not accepted. Visit Pay.gov's Frequently Asked
Questions page at https://www.pay.gov/paygov/fags.html for more
information.

How ACH Works:

During the filing of these events, the following reminder displays in ECF:

Atiarnevs [ling elecironically musi pay through Pav.gey by eiher credit cand, debii card or bave it withdrawo rom their baok accont,

Accept [ling fee amonst by pressing ke mext babion.

Pressing Next will launch the first of two Pay.gov screens.
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Click on the Bank Account Debit (ACH) hyperlink to begin.

Online Payment Return to vour coginating spolicaiion
Step 1: Enter Payment Infermatien 1|2
This bem is payable by Bank Account Debit (ACH) or Plastic Card (ex: VISA, Mastercard Arnerican Express, Dingrs Club,
Digcaver)

Option 1: Pay Via Bank Account (ACH) At d ACH Debi

Required fields are indicated with a red asterisk &

Account Holder Name: [Rene Descanes A

Payment Amount: $351.00

Accoun T'ﬂl'ﬂ:l j *
Routing Humher:l *
Account Number: | *
Confirm Account Mumber: | *
Check Humbe r:|
Routing Mumber Accourt Humber Check Mumber

1 I
doeeane ek 'gaL3rer3qol fiaadl

Payment Date: 01,/31,/2007

Selzct the" Continus with ACH Payment™ button to corntinue to the next step in the ACH Debit Payment Process
Continue with ACH Payment | Cancsl |

Mote: Plesce avoid navigating 1he site using your browser's Back Button - this may lead 1o incomplete data being trans mitted
and pages being loaded incomactly. Pleass usa the links pravided whanovor pogsibla.

Complete all required fields marked with a red asterisk. (*)
Account type options are:

e Personal Checking

e Personal Savings

e Business Checking
e Business Savings

Example:
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Qnline Payment Batum §o wour onginghing sopbcaton
Step 1; Enter Payment informatéon 112
This #em i3 payable by Bank Accoun Chebd (ACH) o Plastic Cand fai: VISA Mastercan] Amencan Expiesy Discoer]
Option 1: Pay Via Bank Acoount (ACH] Abors CH Depit

Reguired felds ane indicated with o red asiorisk

Arcount Humlrihmn:-.:';i:l.ll-ﬁﬂ-r;i )
Payment Smeount 535000

Becoue Type: Pesamal Enacing ]

Fsuting Humber: 241000124 k5

Accourd Bumber: SEGEEEEES

Canfirm ficcourd Bumber: m
Chack Humbsr:| 1234

EEL':F!ZIIH!"'""H -“'-FWIIFIIMJT‘J['T C"!E[Hlﬂl.-l'l'-bﬂ

L3

B

w0 LALETRAY 'gaLate vaaa Ty asy!

Paymemi Date: (42222010

Sedard he Corsmus with ACH Faymen” bulnon o cosbinug bo e ned Shep ia i ACH Dabi Paymest Frocess
| Cominuewih ACHPaymont || Cancel |

Mote: Plaass avoid nadgaling tha sis using your Browsar's Back Bullan - this may kad 1o ncomglets dala bang bensmidted
and pages beng kaded incomacily. Please use the knks provded whanesve: possile

The second page contains the ACH Authorization.

Enter your e-mail address, check the authorization box marked with a red asterisk
(*) and click Submit Payment.
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Example:

Step Z: Authorize Fayment 1|2
Payment Summary Emos mbomgen
hecounl Holder Hame: Jock Fradt
Paysend Amsuinl: $150.00
Aovount Type: Peonal Checiong
Routing Humber- 410071515
Aooount Nomber: ====3%84
Check NHumber: 1234
Email Confirmuian Receipl

T kave & confitmation sent 1o you wpon aempletion of this bantacticn, provide an el addneas. and confirmation
iz

Payment Date: 0400272010

Esnail lﬂdmlﬂlﬂﬂlmrﬂ'ﬂﬂﬂ.ﬂmu Sy |
Confirm Email Address: | WEWIERomEs T W uEs0uNE Jov |

EE SrzaT FLOSW TR BOSWALFE AT
= | = ]

Awthorization and Disclosurne
Reguired fields are indicated with a red asterisk ©

i dgred 1 l|'l-I Il_llh-ﬂlﬂﬁﬂ ana '_I'-IHI!II.II'-I Hog |E| i
Aztrorizazion and Donslsecre--Conmmery axd Egvinemmen s

The debit txansactiom{y) te which yee ape agresing z2oe kandled on behalf of Fedazal

Lpenebes by “Fay_pov,” which esnsisns of serwiees pffesed by the T .8 Treaweey Deparmmesnts | =
Pam za]l Mapag Farricw, Ay oeed i oy docoars; "wa®™ o "ma” —efecw o cha
Firaerial Managesert Servies and iy apente and coRcracnbes ap=raclng Fay.gev. "Tou™ refers
to the exd=user ceading thiy docrsect and agresing Bo it pricr to engeging Sn o debdb
ErAASETLAN.

I. Comsamsrs
A AeEnaTLEIRlEN

You ackzowledge that o= kave wad aod wdezwzand che comromer disclosssre langeage and
aeelaride the Federdl Reserie flrapeial isselwuslen &f Clenelasd oo debin thi Edbsd
fizazcial institutiom ssoeunt, This sothepization is o pesmais ln full fopce azd affsce
wambl we Bave reeeiwed seriflicanisn of fvs termlpabicesn if seck sise and 48 such DARREs AF
o affced Fay.gov 2 searszable oppost=mity = act on ity oF ==le=sw othemwise terminated foz
AEy TeAisss By Bay. gos.

B. Diseloaures

" | r .

rrekl the Dokt Paymmen( Batlon onhy SnbE, Frelping g buinss mang (han oac soold el o il gl
iRnsaobons

| et Payman | [ cance |

Click Submit Payment. ECF will return you to the case opening program to
complete the process.
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Completing the Case Opening Process

After completing the payment screens, CM/ECF returns you to the case opening
program to complete the process.

Enter “y” for yes, or “n” for no, at the prompt for a jury demand, then select
“NEXT.”

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v. Grass Roots Inc

[Does this complaint include a jury demand? v/n vl

Nex |

You have one opportunity to describe your document by entering text in the box
if appropriate and then select the “NEXT” button.

Complaints and Other Initiating Documents
210.0v.0001 4 Everoreen Gardens v Grass Roats ine

Dockat Taxi: n_uir;l @5 Appropriate.
| COMPLAI? |Far daragis| |:1 ainst defendant(s) Grass Roots Inc (Receipt # 09§1-1770262) , filed by Evergreen Grardens,
| (Attachments: # (1) Civil Cover Sheet, # (2) Summons) (Test Attoraey, )

[clear
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This screen displays the final text as it will appear on the docket. Review this
carefully, because once you click on the “NEXT” button, you will have no further

opportunity to modify any part of this transaction. If the information entered is
correct, select “NEXT.”

Complaints and Other Initiating Documents
2:10-cv-00014 Evergreen Gardens v Grass Roots Inc

Dockot Toxt: Final Toxt

COMPLAINT for damages against defendant{s) Grass Roots Inc (Receipt # 0981-1779262), filed by Evergreen Gardens. [Attachments:
# (1) Civll Cover Sheat, # (2) Summons){Tast Attornay, |

Attenfion!! Pressing the NEXT bhatton on this screen eommits this transaction. You will have no further apportunity to modify this frassaction if von
confinue,

Have vom redacted?

Source Document Path (for confirmation only):

5/ECF Team'Sample PDF s\Complaint péf  pages: 1

SIECF Team'Sample PDF 8\ Training PDFs\Cial Cover Shestpdd  pages: |
S/ECF Team Sample PDF csmmmons executed pdf  pages: 1

Notice of Electronic Filing
Once the docket text has been finalized, you will see the Notice of Electronic

Filing screen which tells you that your document has been filed, and who has
been electronically notified of this new case.

Complaints and Gther Initiating Documents
210-0v-00014 Evergreen Gardens v. Grass Roats Ing

U.5. District Court

Trnited States Disirict Court for ihe Western District of Washington

Notice of Electronic Filing

(The folloming tramsaction was entered by Test Attraney, oo 6252010 at 309 PA PDT and fled an 6252010

Case Namo: Evergresn Gardans v, Grass Reats [nc
Case Numbser: 2:10-cy-D0014
Filer: Evergreen Gardens

Document Nombers: 1
Docket Texi:

COMPLAINT for damages against defendant|s) Grass Roots Inc (Receipt # 0881-17T8262), filed by Evergreen Gardens. (Attachments: # (1) Civil Cover Shaat, # (2)
Summaons)| Test Attorney, |

2:10l-cv-0001 4 Notice has been electromically mailed to:
2:10-cv-DN01 4 Notice will not be electronically mailed ro:
Test Attorney

Jem Smith

PO BOX 12343

OLYAMPIA, WA 95504-0116

T frllms e sl e e msiretated it bt et
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JUST A REMINDER!

Follow these steps to file an emergency matter:
e Open the case.
e Have your case number ready.
¢ Immediately call the Clerk’s Office Intake Department
O 206-370-8400 for Seattle cases
O 253-882-3800 for Tacoma cases
e The Intake Department will assign a judge to your case and notify them of
the emergency.

e To ensure that your case receives the immediate attention it needs, please
file prior to 4:30 P.M.
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